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CONFIDENTIAL

COMPTROLLER INSTRUCTION NO. 23
SUBJECT: Ceneral - Vital Documents Pregram
Specific - Responsibilities and Procedures

1, FURPOSE

The purpose of this instruction is to set forth the respomsibllities
and procedures that are to be follewed in the Office of the Comptroller
with respect to the selscting, scheduling, snd packeging of witel records
for trapsfer to the Vital Documents Repositery.
2. DEFINITION

Yital documents as referred to in this imstruction are all documents
and records as will be essential to the cenduct of Ageney Comptroller
functions opereting from the Agency Releocatien Center in the event of a
nstional emergency. The principsl categories of these records are as
follows: N

&8s Records vitsl to the essential Comptroller functlons of the Agency 3
for the duration of an emergency. a s

b. Records easeaﬁal to the preservation of legal rights of the Govermment:
: end of individual eitizens. \ ’

e, Records essential to the preservation of legal rights of Government
swployess, C

3., RESPONSIBILITIES
a. Chiefs of Divisions
It shall be the responsibility of each division chief to:
(1) Determine the records vital to operations es defined above.

(2) Obtain concurrence of records seriss selected as wital from the
Records Management Officer prior bocumbvingdthe firs it of
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(3) Prepare Vitsl Materials Deposit Bchedules and Transfer Slips.

{lnv)- Make sppropriste srrangements for the trensfer of such records
+o the Vital Decuments Repository in secerdance with the pro-
cedures as outlined below.

{5) Arrsnge Tor the returm of shsolete, superseded, or inactive
records from the Vital Documents Repository.

(6) See that records returned from the Repository are destroyed or
. yeturned to the originating office as soon 88 practicsble.

{7} The Division Chief will sign the vital paterisl deposit schedule
as "Approving Official”.

., Chiefs of Staff

It shall be the respensibility of each Chief of Staff to:

{1) Determine the records viial te operations as defined shove.

(2) Obtain concurrence of records series selected as vital from the
Records Management Officer prier to forwarding them to the
inmediate 0ffice of the Comptroller.

(3) Prepsre Vital Material Deposit Schedule.

(4) The Chief of Staff will sign the vital material deposit achedule
a8 “Approving 0fficial.

¢, Records Managemwent OIfficer
It shall be the responsibility of the Records Manegement Officer tos

(1) Administer the Vital Materials Progrem for the Office of the
Comptroller.

(2) Conmduct related lisison activities with the CIA Vital Materisls
Officer apd other major components of the Agency.

(3) Review Deposit Schedules prepared by the divisions and staffs, and

(4) Prepare censolidated Vital Materials Deposit Schedule for sub-
nissien to the CIA Vital Materials Gfficer.
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vital Materisl Deposit Schedules

{1)

(2)
3

Code
(1)

(2)

Yital Materisl Deposit Schedules Form No. 829 ahall be prepared
in original and one copy by the divisions covering vital docu~
pents to be trapeferved to the Vital Documents Repository. (Bee
Exhibit A)

The original of the schedules shall be forwarded to the Records
Monegement Officer by 15 June 1956 and the copy retained by the
gtaff or division.

The schedules sball be reviewed at least every six months and
amended as pey be determined mecessaxy and amended schedules
shall be forwarded te the ae@@mg Manageuwent Officer.

and Cover NHusbers

Code muwbers, as prescribed beleg, shall be ugkd to identify the
office of origin, and shall be izdicated in the top right hand
cerner of the sealed envelopes or packages containing the vital
decuments. 4 :

Cover pugbers shall be assigned to the records series selected
ae vitel and indicsted on all sealed envelopes, packages; and
Yital Matevials Transfer Slips to identify the records. 1
cover puuher series to be used by the staff and divisions are
prescribed belows . ‘

9ffice of Origin
Tumediste 0ffice of the
Comptroller {includes TAS
and PAS)

Budget Divisioen

Fiscal Divisien

Finance Division
Machine Records Divisien

Hetional Security Council

Beview and Psckaging of Records for Transfer to the Repository

{1)

SECBRBET
Approved For Release 2000/08/96?37A-RDP

Prior te the peckaging of records for transfer to the Vital
Documents Repositery, & designated employee on the Bmergency
Plan sball review and initial all documents.
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{2) The vitel documents shall be wrapped or packaged in accordance
with Agency security regulations, except that CIA chain emvelopes
ghsll net be uwsed. The inmer package or envelope ghall bear the
appliceble cover pusber, deposit punlber, date released, and the
notation "Do Not Open". The suter package or envelope covering
shall pot bear any marking which would essoclate it with the
‘Ageney. The date released en the imner envelope o package will
e the same dste ss that placed in the bottem right hand corner
of the spplicuble index page and in the space “Date Released” oen -
the transfer slip. i -

& ‘¥ital Meterisls Traasfer 8iips

(1} vitsl Materials Tyensfer Blips, Ferm Ko, 620, shall be prepered

L in eriginal and four copies (the fourth copy will be a plain tissue
cepy) io serve as a tramsmittal of the vital documents to the :
Repesitory. {See Exhidbit B)

{2) AlL copies excapt the plain tissue copy shall be signed by the
. Records Mepagement Officer.

(3) The original {yellew) snd a copy gblm)f shall be ferwsrded with
" the Yital Decuments; & copy (pink) shall be forwarded under
geparets cover to the Records Hanagement Staff; a copy {white)
shall be retaiped by the Records Management Officer, and the
plain tissue copy shell be retained for the office of origin files.

{4} The trapefer slips shall be mmbersd in chremslogical erder, pre-
caded by the office of origin code and the last two digits of the
calendsr year3 €.g.; 3802-56-1 and 3802-56-2. A new series of
deposit mmbers ghall be used for each calendar yesr.

e. Transmittel of Vitel E@émmt: te the Repositery

(1) Vital decuments shall be deposited on & weekly basis, and Tuesday
of each week has been esteblished as the day the records shall
be transferred. The first transfer of vital decuments shall be
effected by the Fiscal and Budget Divisions en 17 July 1956.

(2) The packages or envelopes shall be addressed to Bullding A-h and
wnless otherwise instructed shall be transmitted throuvgh the
regular courier plck-up service, or by meking arrangements with
the regular courler if the volume is teoo large for norwal bendling,

(3) Clsssified courier receipts, Forms New. 35-16; 35-16s; or equiva-
lent shall be prepared in duplicate for all depesiis. The appli-
cable office code and deposit number ghall be noted in the "type
of material® coluwmn on the courier’s classified receipt.

SECRET
S .
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f. Index to ¥iial Decuments

In order to have sn index on file in the respository at all times,
two copies of the index shall be regquired for retatien and one copy as &
working file. As adfitionmsl documents are deposited, or as gbsolete, super-
seded, or imactive recerds are returmed for destructiem, the index shall
e emended accerdingly. Each index page shall bear the appliceble cover
nuxbar im the bottom lsft bend corner and the date released in the beltom
right hand corner te facilitate the removel of cbsolete index pages after
the documente bave been removed from the respositery. Each group of pages
removed from the Index should be retained until the next rotation of the
index. The ssme peges showld be removed from each copy of the index and
then destroyed.

5. SPECIAL JNFORMATIONAL GUIDES

&, Alf vitsl decuments thet are replaced by current records aund docu-
werits will be returned te the originating office for destructien

- except IBM cards and microfilm records which will be destreyed at
the yspositery. Apprepriate potatienm to this effect should be in-
eluded in the "remarks" block of the Vital Materials Transfer 8lip.

b. Fiscal yesr end finmancial reports shall be retained for three years,
whereas monthly or guerterly interim reports wey be returned Tor
destructicn when supsrsedsd. Separate cover nunbers should be assigned
to fiscal yesr end reporis.

¢, Waen records are micrefilmed for transfer te the repositery, the
actual deposit will be handled through the Office of legisties; how-
ever, the division er staff eriginating the record sball prepare tha
transfer slips from the dats furnished by the repreductien office.

4. The Fiscal snd Finance Divisions shall forward te the Machine Records
Division, through the Records Mapagement Officer, the portiens ef the
Vitel Materials Deposit Schedules covering the payroll records that
are to be transferred to the repesitery by MRB. The Fiscal snd
Finence Division code, cover, apd deposit numkers shall be used by
MED when depositing these records.

e. The MRD shball include in their Vital Materisls Deposit Schedules only
these {tems that spply to their eperatiens; e.g., internal procedures,
individusl working plens, wachine wiring imstructions, work orders;
apd manual of operating procedures.

f£. Documents end records returned from the repositery which are cbselete,
superseded,; or ivactive shall e destroyed as soon as practicable and
not left to accumulate in the office of origin.
8 B ET
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g- Appropriste action sbsll be taken by each stalf -m‘éivisiq‘n to |
assure that the procedures outlined in this ingtruction are earried
sut and that all vital documentx are transferred to the Yital
Bocuments Repssitory ae schednled.
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